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UPDATE EMERGENCY CONTACTS 

QUICK STEPS 

1. On the Home tab click the Update Emergency Contacts link in the Welcome! widget. 

2. Correct information on the form. Pay attention to the instructions regarding which fields 

which should not be filled in. 

3. Required fields are indicated by an asterisk.  

4. Click the      button to add additional contacts.  

5. When you are finished, click the Submit button.  

 

STEP-BY-STEP 

1. On the Home tab, click the Update Emergency Contacts link in the Welcome! widget. 
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2. The Update Emergency Contact pop-up box appears. Pay attention to the instructions 

printed in red.  
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3. Edit your contact information on the form. When you click in a field, an X will appear 

beside the information in that field. Use the X to delete the entry or highlight it and use 

the delete key on your keyboard. Enter your information. 

 

 

 

 

 

 

 

 

 

Use the X to 

delete. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your correct inf

 

 

ormation. 
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4. Use the arrow provided in certain fields to access the list of options for that field. The 

example below shows the Choose popup for the State/Province field. Click the Select 

link in the first column to add your choice to the form. 

 

 

5. To add additional 

emergency contacts, 

click the Add Emergency 

Contact button at the top 

left of the form. 
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6. A new blank form appears allowing you to enter the contact’s information. 

7. Notice that at the top of the page you will see a summary of the information you 

entered for each contact. To delete a line, click the trash can icon on that line.  

 

Click  

Submit 

8. When your information is complete, click the Submit button.  
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